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ABSTRACT 

This document contains validated activities and 
competencies needed by information professionals working in an 
archive or museum. The activities and competencies are organized 
according to the functions which information professionals in 
archives or museums perform: acquisitions; cataloging/indexing; 
reference; exhibit management; and organization/management support. 
Nithin each function, competencies are grouped under the categories 
of Knowledge, Skills, and Attitudes, and three professional levels 
are dealt with: entry leve7. (0-3 years experience), mid-level (4-9 
years experience), and senior level (10 or more years experience). 
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nUMJUUCTiON 



TtliB docunnent contains validated activities and coir^^encies needed 
by information professionals working in an archive or museum. The 
following operational definition of conpetency was developed: 



A (xmpetmcy is a generic knovledge/ skill <x attitude of a person 
that is casually related to effective bdiavior as denonstrated 
throus^ external perfooBBnce criteria # vhere; 



• Khovledge is having infcnaation aboiitf knowing, mderstandingf 
being acquainted with, being awre off having ei^^iaice off or 
being ftiniar with scwethingr o oa o o n ey or how to do sonething. 

• Skill is the ability to use one's knowledge effectively. 

• ikttitude is a mental or cnotional afproach to saaethingf or 
someone* 



We have identified several types of knowledge that are necessary to 
perform information work satisfactorily rs follows: 



• Basic knowledge in such areas as language^ conmiunication# 
arithmetic operations, etc. 

e Subject knowledg e of primary subject fields of users served 
siich as meCicinef chemistry, lawf etc* 

• Library and informal- inn work environments such as the 
information community, its participants and their social, 
economic and technical interrelation^ips, etc. 

• Knnwlpdge of what work is done such as the activities required 
to ^.jvide services and produce products/ etc* 

• KncBtfledge of the organization or user ccitminitiy served such as 
the mission, goals, and objectives of the user or the 
organi2aticn, user's information needs and requirefnents, etc. 



There appear to be three kinds of fikills necessary to perform 
information iiiork satisfactorily including: 

• Basic fikills such as cognitiver coninunicaticnr analyticalr etc. 

• Skills related to each specific activity being performed such 
as negotiation reference guestionsr evaluation of search 
outputSr etc. 

• Other fikills audi as nanaging time effectivelyr budgeting and 
making projections, etc. 

Attitudes of information professionals are found to be extremely 
important to work perfomonce. He have found it useful to subdivide 
attitudes into: 

• Diqpositional attitudes toward one's professicA, the organiza- 
tion servedr one's work organizationr and othc>r people such as 
users and co-^rkers. 

• Personality traii^s/oualitips such as confidence, inquisitive- 
nessr sense of ethicsr flexibility # etc. 

• Attitudes related to -^ob/work/Qryanization such as willingness 
to accept responsibility r willingness to learnr desiie to grw^ 
etc. 

Hie activities and competencies are organized according to the 
functiais i^ich information professionals performr and by professional 
level as displayed in Fig;:re 1. The conpetencies are cumulative across 
profession&l levelr i.e.r conpetencies of mid-level professionals include 
entries diown at the mid-level as well as those at the entry level # etc. 

It is iinportant to understand the distinction between functions 
pcrforuied and positions or job titles. Our rationale b^ind the functional 
iqpproach was that we were more concerned with what infonration profession- 
als do than with ^t they are called, in a single-person unitr therefore^ 
the information professional will UKkxibtedly perform more than a single 
function. In using and interpreting the conpetency data in this document # 
it is important to consider the f motions being performed by 






Desirable 


fixe versus 

Less Iii|x>rtant 
in Future 


DTRf LEVB* 


Oimr I£VEL 


HID LCVUi 


POD LEVEL 


8SNI0II 


SB9I0R 

LEVa 


Figure 1 



BIM 
Bnential 


unz 

ft>re versur 


versus 


Less Iii|)ortant 


Desirable 


in Future 


Ofnor LEVEL 


CNTRf LEVEL 


HZD LCVEX. 


mo LEVHC 


snviOR 


SENIOR 


LEVEL 


LEVFL 



Organization of Activities and 



aoufi 


Basential 

Versus 
Desirable 


tt>re versus 

Less finportant 
in Future 


EUTRf LEVEL 


ENnv t-CVEL 


HID LEVEL 


KID LEVOi 


SDQOR 

LEVOi 


SEfllOR 

LEVTli 



Ooni^etencies 



MVin 
ftscnlial 


[BS 
ft>re verms 


Versus 


Less Iii{»rtant 


Desirable 


in E\jture 


ENIW LEVQ* 


QITO LEVO* 


HID UVEL 


RID LEVEL 


SENIOR 


SEMIOR 


LEVEL 


LEVEL 



professionals and the activities being perfonned to detennine which 
con|)etencies are appropriate. The functions identified for information 
{professionals working in an archive or nuseun are: 

• acquisitions 

• cataloging/indexing 

• reference 

• exhibit nanagemsit 

• orgar&izationAanagenient support* 

Ihree professional levels were defined as follows: 

• entry level (iqp to 3 years of "Professional es^rience) 

• mid level (4^ years of professional e)qperience) 

• senior level (10 or more years of professional e^rience) • 

The activities perfonned are listed first and nunbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from one worksetting to 
another. The organization of activities that we developed provided us with 
the "best fit* case. Indented and mnirdbered activities are essmtially 
paraprofessional activities whichr in small organizations, ma^ be performed 
by profe^siorals. 
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ACTIVITIES 



AOaOISITIONS ENTFY LEVEL 



1. W6rk on developing in-depth understanding of the organisation's 
collection development policies and guidelines 

2. Work on developing in-depth kncwleGge of the structure of and 
developnents in the subject field (s) of interest to the organization 

3. Review assigned ne^BpepeiB, journals, newsletters, catalogs, etc., in 
the subject field (s) of interest to the organization 

4. Annotate information which may be of potential interest to hi^er level 
staff and ^icti may lead to present or future acquisition of materials 
for the collection (s) 

5. When requested by senior staff, search accession and/or catalog/index 
records to determine extent of existing holdings in certain areas 

Vertif ication and Orderino/itequestinQ 

6. Locate any additional information %Aiich may be required before orders/ 
requests for materials may be initiated; refer problems to mJ.d level 
staff 

7. Supervise ordering/requesting selected materials for the aJ lections 
which senior staff have desi^iated as being suitable for acquisition 

Receipt ProceBsina 

8. Notify senior staff of arrival of expected shipnents of particularly 
valuable materials for th^^^ collection (s) 

9. Supervise receipt processing of all other materials: 

sort incaning items, as appropriate 

unpack and examine incoming materials; refer damaged/fragile 

materials to supervisor 
search in-process file to locate the order/request records 
refer to the supervisor items which differ fron the iten orderecl/ 

requested 

update records with receipt of individual items/collections 
create records for msolicited materials which are to be processed 
assign an accebsion nunnber to taadi iten/collection received and 
^retained 
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MaCLVlTLEB 



jyGQDISinONS 



WnS LEVEL 



RacelDt Procegainy foont'dl 

9^ Supervise receipt processing of all other materials (c /nt'd): 

recor^affix accession number/information on each piece (if 
appropriate) t uay bet bar cod^OCR label to allow for tracking 
of materials frcm time of receipt throu^ conpletion of the 
processing cycle 

mark materials with the organization's identification, if appro- 
priate 

affix security labels, if required 

place materials for cataloging/indexing on the appropriate trucks 
deliver truci(s to proper locTiticns 

send form letters to acknowledge deposited materials/gifts, if 
iqppropriate 

annotate receipt on packing sli^pfl/invoioe copies, if received, and 

forwtrd to the fiscal ocntrol unit 
annotate packing slip^invoice copies for dsonaged materials 
prepare damagcsd materials, inocrrectly supplied materials, and 

unwanted materials for return to suppliers, if ^ ^^ogciate, 

pending ro^iew by mid level staff 
place surplus materials in apecif ied area to await proper disposal 
maintain record of receipt processing statis'.ics 

File Maintenance 

10. Supervise creation and maintenance of master in-process file records 
for all materials ordere^reguestedt/recelved for the collections; 
include data on the individual/office placing the order/request and 
accessioning cbta 

input orders/requests, unsolicited receipts 
ipdate records based on correspondence received and actions taken 
i^)date records with receipt, return and diqf^osal information 
delete records, if and lAen appropriate 

maintain statistical records of file creation and maintenance 



lie Supervise maintenance of a want-list file with informatiax sifiplied by 
senior staff; this data may be included in the master inr^ocess file 



12. Bandle general problems rdated to ordering and receipt prw^^sing and 
to overall maintenance of in*-proc«':iS and accession records; refer 
problems, as necessary, to hi^er le/el staff 



operations 
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Ad'iViTlES 



AOUUISITIONS 



KID LEVEL 



Other foont'd^ 

13. Keep abreast of developments in the information field, in 
ardiive/taiuseuq/collectioi practicer and in legislation that affect 
aoquisiticx) and processing of mater ials/collecticxis for archives, 
museuns and special collecticns 



14. Reviei^ information notices annotated by lower level staff which 
vill/onay lead to order/request action 

15. idchicate lotier level iBtaff about infoonaticn of interest to the organi- 
zation whidi th^ may have overlodced in tbeik assi^ied sources 

16. RBcccmend course of action on each notice, including additional notices 
obtained from personal revieii of other sources 

17. Supervise the malntonanre of a file (automated or manual) of act'Mil and 
poteitial sources of materials for t^e collection (s) 

18. Examine insolicited materials received for the collection (s) to deter- 
mine if the materials are suitable for retention; confer with hi^er 
level staff as appropriate 

19. Assign processing priorities to all materials selected for the 
collections; refer questions to senior staff 

Verificatioir^ and Order lny/lteq[ueBt.<- 

20. Process orders/reqjests for materials, as assicpied 

21. Supervise the status of all outstanding orders/requests in the master 
in-process f 'le; prepare status reports at qpecified intervals 

22. Prepare draft fonr xetters for ordering/requesting materials for the 
collection (s) and tor acknowldiSging gifts 

23. Work with the appropriate fiscal office to schedule purchases of 
materials in order to operate within the budget 

24. Nbrk with the appropriate fiscal office to develop procedures for 
handling the final stqps in ordering and invoice processing 

BewiBt PiQQMalng 

75. Develqp procedures for receipt processing of all types of materials 



Selection 
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ACriVlTUS 



AOQDISinONS MD LEVO* 

Iteoelpt ProoeaalnQ fotait'd^ 

26. Rariew/a^aise all materials received; construct appraisal statements 
for inclusion in accession records 

Pile Maintenance 

27. Develop procedures for maintenance of records for order/receipt control 
of materials for the collection (s) 

28. Mdre preliminary selection of forms an^ot develop draft record formats 
for all section files 

29. Work with data processing staff or contractors to develop/adapt an 
autonated system to support section reoorde/f iles 

Fiscal Oontrol 

30. Work with the appropriate fiscal office of the parent organization to 
identify requirements and develop draft procedires for purchasing 
materials and services 

31. Work with the appropriate fiscal office to develop procedures for 
proper packing slip/invoice handling and receipt certification by 
section staff 

32. Assist the appropriate fisoul office in resolving any prc^ems related 
to payment for materials 

33. Remain aware of the 6]^>enditures and balances in the materials 
account (s); notify the section manager of situations which may require 
special action 

34. Develop projected budget requironents for purchasing materials for the 
new f isced year 

35. Assist senior staff in negotiating with representatives of dealers^ 
auctia houses, etc» 
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ACTIVITIES 



ADQUISmONS 



SQUOR LEVEL 



Selection 



36. Ftozmulate draft collection developn^nt policies for acquiring materials 
for the collection (s) ; prepare revisions as required 

37. Identify materials fran ne»; subject areas anc/or in nev formats i^ich 
the organization may wish to collect 

38. Prepare selection guidelines to be used by staff as an aid to inter- 
preting collection developnent policies 

39. Based on knowledge of the field (s) of interest to the organization, 
Identify potential sources of materials for the collection (s) 

40. Receive information from senior staff of the organization on potential 
sources of materials for the collection (s) 

41. Try to obtain materials by individuals currently making contributions 
in the field (s) of interest to che organization 

42. Identify information sources which will be revieMec|/oontact€s3 regularly 
by section staff to obtain information on potential sources of 
materials for the collection (s) 

43. Assi^i staff to review/contact each information source on a regular 
basis 

44. Review staff reccnmecbtions on potential sources of materials for the 
collection (s) 

45. Select course of action (aoqulre/do not acquire) for eai'h potential 
source; ccmfer with senior adninistratlve staff as required 

46. Maintain a statistical record of the usefulness of the various 
information sources as tools for potential collection developnent 

47. Supervise the preparation and coordination of docmentatlon on materials 
selected for acquisition which will require approval by senior 
adntlnlstrative staff because of their cost or sensitive nature; juitify 
collecting the materials based on analysis of the 8xistlng co:.lec- 
tion(s) 

48. Determine which materials selected for the collections should be placed 
In a want-list file for possible order/request action at a later time 
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ACQOISmONS 



SanOR LEVEL 



Verification and Orderiny/Hegugatlng 

49. Determine the nethod liy which individual naterials/oollections of 
materials will be ordered/reguested for inclusion in the organization's 
oollecticn(8); nethods include use of purchase orders, standard form 
letters, personal letters, phone calls, auction bidding (In person, by 
representative, or by phoneAnaiVtelegr«) and personal contact (by 
section staff, by adninistrative staff, or by the organi- zation's 
director) 

50. Determine urtiicfa staff manber or organizational office will place each 
order/request for materials 

51. Justify over-4)udget eiqpenditures for extraordinary items 

52. Forward information on order^/recpiests nAiich will be handled by senior 
sfcaf f of the organization to the appropriate staff 

53. xTooess orders/requests yihidti require qpecial processlno 

54. Forward copies of all Information for order/request action to entry 
level staff for input to the master in-process file 

Hecaelph ProceB8in9 

55. a^ervlse unpacking and receipt processing oi particularly valuable 
materials 

56. Notify the section manager and appropriate adninistrative staff that 
special acquisitions are available for their review 

57. Obtain the assistance of aqppropriate eiqperts in appraising particularly 
valuable or unusual materials 



58. Fknctia. as a technical npett in all matters related to selection and 
acquisition of materials for the collection (s) 

59. BBtablish and maintain professional contacts, both formal and informal, 
to assist in the acquisition process 

60. Meet with dealers' representatives and representatives of auction 
houses, etc., to learn about the particular services they offer 



other 
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ACrxviTX2S 



MOQUISmONS 



SBHORL^^ 



other fcont'd^ 

61. Assist the section manager in negotiating with dealers' r^resentatives 
to dbtain the required level of service in aocpiiring materials 

62. Evaluate dealers' performance and report to section manager 

63. Identify dealers, dcxK>r8, etc., who have a good performance record in 
supplying unique and/or valuable materials for the collection (s) 
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AQQUISinONS 



WISH LEVEL 



knowledge related to liteicacyr nuneracy, conmunicationB, etc. 
Subject kncwledae 

knowledge of the prlmaiy subject fields of interest to the organizaticm 

(e.g.r art, science and technology, history, medicine, public 

adnijiistratiat, law, etc.) 
knowledge in greater depth in specific sidt>jects (e.g., history of art, 

history of science and tednology, history of medicine, history of 

the civil war, etc.) 
knowledge of foreign languages 

T.lhrarv fc Tnformation Science Khowledge (Generic) 

knowledge of definition, structure, and formats of information 
knowledge of alternative approaches to the organization of information 
knowledge of alternative approaches to retrieval of information 
knowledge of alternative t^roaches to information management 
knowledge of available and emerging information tednologies and their 
applications 

knowledge of completed and ongoing research in the field and its 

applicability to practice 
knowledge of career opportunities 
knowledge of how to learn on an ongoing basis 

KhQwled(pe >*i^^it ^nfftmujticn work envlroments 

knowledge of the e^^dlng informa' ion oonminity, its participants and 
their interrelationships (social, eoonovic, technical, etc.) 

knowledge of the varied of work settings and their organizational 
structures 

knowledge of tlie fvnctions performed within the various work settings 

and the services and products offered 
knowledge of the users of the services and products, their diaracteris- 

tics and information heU^its 

f&iowledpe of what work la done 

knowledge of the acquisitions function, the range of services and 

products offered (both actual and potential) 
knowledge of the activities that are required to offer the services and 

produce the products 
knowledge of the various resources that are necessary to sqpport the 

activities 

knowledge of acquisitions tools and sources of acquisitions-related 
infonnation 
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AQoaismoMS wm level 



»iQwlgdoe of what work la done (cant* 6) 

knowledge of aoqulaitlons methode and techniques for materials suitable 

for the collection (8) 
knowledge of accessioning nethods and tedmiques 
knowledge of job ceepGnsibllities 

knowledge of perfonnance expected and how it can be measured 
Khowledge of hew to do %iork 

knowledge of how to perform the various activities 
knowledge of how to use the acquisitions tools and sources of 
infonnation 

knowledge of how to apgiy the acquisitions methods and tedmiques 
knowledge of how to apply the accessioning methods and tedmiques 

Khowledoe of the orflanization and the igpecif le work unit 

knowledge of the missionr goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

acquisitions section within the orgsnization 
knowledge of the various projects and personnel within the 

or^inization 

knowledge of the policies and procedures relevemt to section operations 
knowledge of the various resources available within the organization 

(e.g. personnelr equipnent, etc.) 
knowledge of the collecting needs and requirements to sqpport the 

mission, goals and objectives of the organization 
knowledge of the organization's collection (s) , and of related 

privatdy owned collections 



ACQUISITIONS HID LEVO. 

greater dqpths of knowledge specified above 

knowledge of i^ipraisal meUiodB and tedmiques 

knowledge of Ikiw to apply appraisal methods and tedmiques 

knowledge of standards and guidtUnet' for appraiaa}.s 

knowledge of the operations oC other sections In the orgmization and 

how they r^te to acquisitions 
knowledge of available vwidor-supplied eystcmsr services and products 

to mjpgott acquisitions 
knowledge of the contracting process, both in general and within the 

organization 

knowledge of evaluation methods and tedmiques to evaluate systensr 
services and products 

9 20 
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AQQUISmOMS SBHOR LEVEL 



greater depths of knowledge specified above 

knowledge of potential sources of materials for the collection (s) 

knowledge of ejqperts in appraising materials 

knowledge of piMic relations techniques 

knowledge of statistical description, tmalysis, interpretation and 
presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etc.) 

knowledge of cost analysis and ii npretation methods 
knowledge of methods of resouror ilooation 

state-of-the-ert knowledge of i,«earcdi and practice as it r^tes to 
the acquisition of materials for ardiives, museuns an4A>r special 
collectlcns 



ERIC 



21 

10 



StJIA£ 



jyoQuismoNS entry level 



Basic SkillR 

literacy f numeracy r cognitive^ analyticalr ccnmunicationsf etc. 

Skillfi Rpl^hPd iin Specific ActiviMpg 
Ability to: 
perform earfi activity 

U&3 ccnputer and telecornnunicaticns equipmmt/systenns with ease 
properly interpret collecting guidelines 
establi^ rapport with colleagues 

conmunicate well by written^ verbsil and non-verbal means 
listen carefully 

obtain/elicit required information from formal and infonsal sources 
examine materials with keen observation 
collect f analyze and interpret data 

make decisions and reconnr-^ Nations based on available information 

work independently and in gtoaps 

develop criteria for evaluation 

make effective/ timely/ and well-informed decisions 

isolate and define problents and develop the necessary criteria and 

action for their solution 
manage time effectively 
conduct meetings with individuals and groups 
supervise staff 



ACQUISITIONS IKD LEm 



Skills Rel^i-ed trs Rach Specific Activity 

Skills listed above are developed to a greater extent 
Ability to: 

iqppraise materials for their value to the collection (s) and for their 

monetary value 
develop procedures to maintain control of fiscal affairs 
conmunicate with data processing staff and other in^ouse and B\jppott/ 

contract staff on a technical level 
arbitrate and negotiate with contractors' repiesentatives 
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MOQUISITIONS SQUQR LEVEL 



Skills listed above are developeJ to a greater extent 
Ability to: 

develop ix>llecting poli^ guidelines 

establid) r«Q)port with representatives of dealers^ auction houses, 

private collectors, etc. 
negotiate w.th dealers, private collectors, etc. for acquisition of 

materials in their stodc/collections 
estimate thft cost of obtaining materials to si;()port the collecting 

needs of the organization 
justify additional eaqpenditures for extraordinaiy iteois 
identify new areas in ^ch the organization may begin to collect 
anticipate long-range needs of the section and of the organization 
identify and define gaps in collection coverage 

desigi systems and procedures to improve operations of the section and 

of the organization 
apply methods of measurement and evaluation 
budget and make projections 

optimize the use of organizational and section resources 
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MDQUISinONS 



DLBPoaitional AttlfaidBs 

AtfcltudeB Ttauard Inatltutlonfl 

Respect for {nrofesslon 

he^ect for the section 

Re^)ect for the parent orgeuilzation 

Attitudes Ttaward Other Peode 

Toward neerg 

Respect users 

Like people in general 

Like to help peo[Ae 

Like to meet people 

Like to make others feel conifort2ible 

Sensitive to others* needs 

Toward Others In the Workplaoe 

Reepect co-^ricers 

Like to work with ob«rs/as a team 

Like to work on own 

Hillingpiess to draw yjpcti and share knowledge and ei^rience with 

others 
Siqpportive of co-workers 
Ekijoy inanaging/siqiervising others 

Personal Oualities 

Alertness 

Assertiveness 

GcnpB8Sioi0(indnes8 

Oonfidenoe 

Cheerfulness 

Dependability 

Dete£minatioi>A>enacity 

Diplomacy 

Bnotional stability 
Fairness 

ELexabllity/versatility 
Imagination 
mquisltiveness 
Leadership ability 
Neatness 

Heed for achievement 
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AOQUISmONS 



PerBonal Qualities roont'd^ 

Objectivity 

Open-mindrJness 

Opti]niai\/^08itive attitude 

Organization 

BBitienoe 

Ihysioal endurance 
Resourceful 
Sensitivc/lhou^tful 
Sense of hunor 
Sense of ethics 
Tolerance 

Attitudes Rftlated to JobAjprk/Qroanizatlon 

Individual dx)uld dononstratex 

Hillingiess to take/accept responsibility 
Hillin9ie8S to take initiative 

Hilllngess to reqpond to authorityr apply and follow policy 
Realization that there is no single "ric^it" way to adiieve the goals of 

the section/organization 
Desire to learn/try 
Willin9iess to fail 
Willingiess to ask questions 
Desire to work to best of ability 
Reqxnsiveness to tine constraints 
Accuracy 

Willingfiess to get hands dirty 
Attention to detail 
Willin9ie8s to do clerical tasks 
Desire to fcdlow-througjh 
Service orientation 
Organizational identity 

willingiess to promote parent organization and its services 

View of parent organization as part of a larger information environnent 

Ability to see broad picture 

Ability to sacrifice diort-term gair ^ for long-^erm goals 

Political sense 

curiosity 

Vtiriety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain cnirrent in qpecific and general sibject field 
Positive attitude toward job 
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ERIC 



Mstmras 



GKENLOGING/INDBCCNG WISCl LEVEL 



1. Review each iten to be cataloged; note •r^ial visual/informational 
features, arrangement of materials in a manuscript collection, etc. 

2. Su[)ervi8e md/oz perform {are-cataloging searching 

3. Perform des-^r^ive cataloging/indexing 

4. Determine maiii and added entries 

5. A8SI91 subject headings from the appccfved listCs) oE headings 

6. Classify materials using the approved classification system (s) or 
assigi appropriate locator data 

7. Gstabliei) cataloging/indexing authority data 

8. Establiah cross reference date 

9. Consult refere^e books, online files anSi/oz make phcne calls to 
obtain infomation necessary for cataloging/indexing 

10. Pr^re the main entry 'vtaloging/indexing record for each item/ 
collection 

11. Refei: cataloging/indexing prcMens to hi^er level staff 

12. Reoatalog/te-index and reclassify/relooate materials already In the 
collection (s), as required 

1**. Ke^ abreast of changes rdating to cataloging/indexing prcedures 
(e.g., in-house memos, new subject terms, naticmaVinternational 
standards of description and record formatting, changes in 
instructions for searching/tpdating online files, etc.) 

14. Maintain a record o£ pre-cataloging searching statistics 

15. Maintain a record of cataloging/indexing statistics 

16. Prepare manuals of procedures for i<ve-cataloging/pre-indexing 
searddng 

17. Select/develop a processing form to be used in pre-cataloging/ 
pre-indedng searching 
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OmmnNG/lNDEDOMG EME9Y LEVEL 



Other tcanVd) 

IB. Keep abreast of develo(inent8 in the infonnation field or ardiive 
museum/collection practice that affect cataloging/ indexing, 
classification, access to data/raterials in the collection (s), and 
collection infumation files and networks 



CKTAiiOGING/INDEaaNG KCD LEVOi 

19. Perform cataloging/indexing and classii'lwation of difficult material^) 

20. Arrange manuscript collections and prepare detailed descriptions 
an^or finding guides, as iqppcopriate 

21. Resolve cataloging pzctHms enoomtered by entry le^d staff; refer 
prohlens to senior level staff, if necessary 

File Maintenance 

22. Sijpervise all procedures related to online entry of cataloging/ 
indexing data 

23. Si:pervise proofreading of ccoputer printatts of cataloging/indexing 
data, if amicable 

24. Supervise preparation of ordering/preparation of card sets, if a card 
catalog is maintained 

25. Supervise and revise filing of cards, if required 

26. Sipervise physical maintenance of the card catalog. If required: 

replace catalog cards, guide cards and drawer labels; shift cards 
as required 

27. Sipervise automated or manual storage of all archival md/ot reference 
visual images of materials added to the c611ecticn(s) 



ERLC 
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CATMX36ING/lNDBaNG MID LEVSj 



me Haintaancc foont'd) 

28. Supervise iq)dBting the cataloging/indexing files (online or manual) : 

add|Ax>rrect locator data 

indicate nunber of quasi'identical itcns owned 

indicate holdings/contents dita for oollectiGns 

Indicate withdrawal (tenporazy or peznanent) or loss of materials 

deiet^oorrect incorrect records 

29o Sipervise reguleu: production of lists of new accessions that have been 
cataloged/indexed 

30. Maintain statistical records of operations reslating to the creation 
and maintenance of cataloging/indexing files 

lht«ifllB PgQCCBging 

31. Supervise the physical processing of all newly-cataloged/indexed 
mater ials/cdlecticnss 

check for/affix organization's indantification symbol and security 

label on each item, as appropriate 
place materials in appropriate storage containers, if applicable 
dr T.y classif ication/looation markinga/labels 
ptiOtograph or microfilm, as apE^opriate, materials to be added to 

the collectian(s) 
segregate materials requiring oons^rvatio^^eservation treatment 

and deliver to collection maintenance staff 
place new materials/collectioas on trucks and deliver to 

desigiated locations for In-house or remote facility storage 

32. Maintain statistical records of operations related to s^ysical 
processing of materials 

Other 

33. Prepare manuals of procedures for file maintenance and materials 
processing activities 

34. Select/develop processing forms/input forms for all activities 
si^ervised 

35. Work closely with collection maintenance staff during inventories and/ 
or weeding of the collection (s) so that cataloging/indexing records 
may be updated as required 
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MaivniEB 



(xmjoGnKS/mxsaaiG wd level 



Qfcher fcont'd^ 

36. Noti^ oolledion maintenance staff of any difficulties encountered in 
physical processing of naterilas using approired methods and prescribed 
storage containers 

37. Supervise any cataloging/indexing, file maintenance and materials 
processing activities which may be performed fcy contractors 



CKTiOOGING/lNDEXINS SENIOR LEVEL 

38. Function as a technical eiqpert in all matters related to cataloging/ 
indexing and physical processing of materials for the collection (s) 

39. Draft cataloging/indexing procedures and policies; draft revisions as 
required 

40. Prepare/updbte cataloging/indexing manuals and other aids to iirprove 
the quality of cataloging/indexing produced by staf ^contractors 

41. Sdect/develop cataloging/indexing iiqput forms 

42. Draft guidelines for determining the lertl of cataloging/indexing to 
be given to various categories of materials 

43. Keep abreast of the collection access needs of organizational staff 
and researchers, so that ready access to topics of special importance 
may be aciiieved 

44. Reooninend eiqpansion of the organization's classification system (s), as 
required 

45. ReooDRiend expuiaLon of the orgBuiization's standard list of subject 
headings, as required 

46. RscGsnend participation in various information network (s) /projects 

47. Represent the oronnization as a technical expert at meetings of 
nebkK>rlcs, consortia and other cooperating grn^s 

46. Keep abreast of dev^opnents in network, national and international 
standards for description of materials in archives, museums and 
special collections 

ERIC 18 30 
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CATHOGINq/tNDEXING 



SOUOR LEVEL 



49. Sifierviae the pcooedureB and quality of data for input to cooperative 
information systanB/^rojects 

50. Make inquiries and recomnendations concerning the demand for 
publication and distribution of booic/tadcrofonivArideodisc catalogs of 
(portions of) the oollectioi (s) , lists of nev materials cataloged^/ 
indexed, etc. 
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19 



TOMJreB 



OOlALOGINGl/lNDu'aNG EKEBY LEVQi 



Piia4r ImflulpAiA 

knowledge related to literacy, nuneracy, oGmnmicaticns, etc. 
Subiccfc kncwladae 

knowledge of the primary subject fields of Interest to the organization 

(e.gtr history, art, science and technology medicine, public 

adninlstration law, etc.) 
knowledge in greater depth in specific subjects, (e.g., putaic affairs, 

international affairs, military affairs, education of specific 

groups, etc.) 
knowledge of foreicpn languages 

Information Sclimcg Khowledpe (Generic) 

knowledge of definition, structure, and formats of infonnaticn 
knowledge of alternative api^oaches to the organization of information 
knowledge of alternative i^roacdies to retriei^al of information 
knowledge of alternative approaches to Infomaticn management 
knowledge of available and emerging Infonnaticn technologies and their 
applications 

knowledge of conipleted and ongoing research in the field and its 

applicability to practice 
knowledge of career ofiportunities 
knowledge of how to learn on an ongoing basis 

Knowledge a hmrt- <pff>niuition work erwlMmentB 

knowledge of the eqxuiding infonnaticn ocomunil^, its participants and 
their interrelationships (social, economic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the fmctions performed within the various work settings 

and the services and products offered 
knowledge of the users of the services and products, their 

diaracteristics and information habits 

Khajledpe of what work is done 

knowledge of the cataloging/indexing functions, the range of services 
and products offered (both actual and potential) 

knowledge of the activities that are required to offer the services and 
produce the products 

knowledge of the various resources that are necessary to sifport the 
activities 
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DOHLHDGE 



KhcwltfiigA of lA^t work is done fconh'd^ 

knowledge of cataloging/indexing tools 

knoi^ledge of cataloging/indexing methods an^^ techniques 

knowledge of job responsibilities 

knowledge of perfonnance e3qpected and how it can be measured 
Knowledge of how fco do work 

knoi^ledge of how to perform the various activities 
knoi^ledge of how to use the cataloging/indexing tools 
knowledge of how to apply the cataloging/indexing methods and 
techniques 

knowledge of the conservaticn/^reservation requirements for materials 

added to the collection (s) 
knowledge of signs of deterioration 

Knowledge of the Qrgani2ahiQn and qp^ific work unii^ 

knoi^ledge of the mission, goals and objectives of the organization 
knoi^ledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key personnel within the organi- 
zation 

knowledge of the policies and procedures relevant to section operations 
knowledge of the various resources available within the organization 

(e.g. personnel/ equifroentf etc.) 
knoi^ledge of the needs and requirements for access to information about 

the collection (s) in order to support the mission # goals and 

objectives of the organization 
knowledge of the organization's collection (s) 



CKTALOGINQ/llDEXING MID LEVEL 



greater depths of knowledge specified above 

knowledge of the operations of other sections in the organization and 

hoi^ they relate to cataloging/indexing 
knowledge of available vendor-sifplied cystems, services and products 

to support cataloging/indexing 
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KiDfI«HlGB 



CATALOdNSAlDEXIIC MID LEVEL 

knowledge of the contracting process/ ix>th in general and within the 
organizixtion 

knowledge of evaluation methods and techniques to evaluate &ystans, 

services tind products 
knowledge of quality and production control tedmiques and procedures 



CKTittiOGINGl/lICEXING SmOR LEVEL 



greater dqjths of knowledge specified above 

knowledge of the relative value/inportance of providing additional 
access to the collection (s) through particJiation in cooperative/ 
special projects 

kno^^l^e of in-house/contract esqperts in conservation/lpreservation 
knowledge of optimum storage conditions for materials added to the 
collection (s) 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etc.) 

knowledge of cost analysis and interpretation methods 
knowledge of methods of res^ *ce allocation 

state-of-the-art knowledc^j of research and practice in cataloging/ 
indexing and techniques 
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WTRX LEVEL 



Pmnir fltnifl 

literacy, nuneracy, csogiitive, emalytlcal, ooomunlcations, etc. 
Skills Relati^ to gpeelfle Aetlvltleg 
AbUity tot 
pecfonn .gocb activi^ 

use oGnputer and teleoomunications equipnent/flystans with ease 
apply oataloging/indexlng rules consistently 

perceive the needs of in'^xjuse staff and researchers for access to the 

o611ection(s) 
establish ri^port with colleagues 
caniunicBte wdl ty written, verbal and non-^rbal means 
examine materials with keen observation 
identic sigm of deterioration in narly-«ac[uired materials 
quickly extract the main points of docuMnU/infoimation and present 

than ocxicisely on the cataloging/ indexing records 
be flexible in organizing collections for reference and research 

purposes 

make decisions and reoonoendations based on available information 

woric indqiendently 

develop criteria for evaluation 

make effective, timely, and well-informed decisions 

isolate and define problans and develop the necessary criteria and 

action for their solution 
manage time effectively 
work mder pressure o£ processing quotas 



CKTALOGmVlNneXINS MID LEVEL 



Skills HelAtrf to BiA Specific Activity 

Skills listed above are developed to a greater extoit 
Ability tot 

oanmnicate with data processing staff and other si;()port/contract staff 

on a tednlcal level 
arbitrate and negotiate with contractors 
work in groqps 

conduct meetings with individuals and groiqps 
siqpervise staff 
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GKEMiOGING/IlDBCDlG SQUOR LEVEL 



Skills listed above are develqped to a greater extent 
Ability to: 

identify the information about the collection (s) required to sappott 

the orgaznl'atian an 1 researchers 
estimate tl^e cost of processing the necessary Infomation to si^ciport 

organizational and researchers access to the collectian(s) 
anticipate long-range neeils of the section and of the organization 

desigi flystens and procedures to inwove operations of the section 

and of the organization 
apply methods of neasurcnent and evaluation 
budget and make projections 

optimize the use <^ organizational and section resources 
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CKIAI/DGINCV^NDEX^ 



Dlspositloiial Afctihudes 

Attitudes Toward Instituhions 

Bespect for profession 

Respect for the section 

Req)ect for the parent organizaticxi 

flttitudeg Tward Other People 

Toward Users 

Respect users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others' needs 

Toward Others in the Workplace 

Respect co-workers 

Like to work with others/as a team 

Like to work on own 

Willingness to dcM upon and sheure knowledge and esqperience with 

others 
Supportive of co--workers 
Ehjcy managing/supervising others 

Personal Qualities 

Alertiiess 

Assertiveness 

Gompassion/Kindiess 

Confidence 

Cheerfulness 

Dependability 

DeterminatiorVlTenacity 

Diplomacy 

Etnotional stability 
Fairness 

ElexibilityAersatility 
Lnagination 
Inquisitiveness 
Leadership ability 




Personal Qualities foont'd^ 
Meatne88 

Need for achievement 

Objectivity 

Open-mindediess 

C^timianitA^itive attitude 

Organization 

Patience 

R^sical endurance 
Resourceful 
Sensitivei/lhou^tful 
Sense of hunor 
Sense of ethics 
Tolerance 

Attitudes Related to JobyWork/Organlzation 
Individual i^ould demonstrate: 

Willincpess to take/accept responsibility 
Willingiess to take initiative 

Willingiess to respond to authority, apply and follow policy 
Realization that there is no single "right" way to adiieve the goals of 

the secticfv^organization 
Desire to learn/try 
Willingness to fail 
Willingness to eisk questions 
Desire to work to best of ability 
Reqponsiveress to time constraints 
Accuracy 

Willincpiess to get hands dirty 
Attention to detail 
Willingiess to do clerical tasks 
Desire to follow-throu^ 
Service orientation 
Organizational identity 

Willingiess to pronote parent organization and its services 

View of parent organization as part of a larger information environnent 

Ability to see broad picture 

Ability to sacrifice ahort-^ecm gains for long-term goals 

Political sense 

Curiosity 

Variety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain currtiit in specific and general subject field 
Positive attitude toward job 
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ACTIVITIES 



PO'ERENCE 



QURSf LEVEL 



Solicited SearAea 

1. Interview users (in-house staff and researchers) to Identify and 
clarify infonnation requirements 

2. Develop and lnpleroent strategy for obtaining, evaluating and packaging 
infonnation to meet users' needs 

3. Perform searches (online and/oz manual) of in-house files, using 
proper subject terms and advanced search techniques to retrieve the 
requested infonnation 

4. Review retrieval output for rdevancy 

5. If additional searching is required, determine a^ipropriate source (s) 
(printed publications, coninerical/cooperative online databases, 
consultation with subject experts, reference staff of similar 
organizations, etc.) 

6. Obtain original manuscripts/docunents aiO/oz copies of microform/ 
photographic/videodisc images of materials in the organization's 
collection (s) or in collections of other institutions 

7. Supervise packaging of search results for users 

8. Obtain feedback from users on the adequacy and relevancy of the 
infonnation provided; perform additional searching and document and/oz 
image delivery, as required 

9. Provide users with access to original materials in the collection (s) , 
as apEaropriate 

10. Refer researchers to other information sources, as appropriate 

11. Refer more difficult information requests to hl^er-level reference 
st2iff, as apropriate 

Other 

12. Answer ready reference questions 

13. Instruct users in reference methods, sources, services and policies 

14. Perform bibliographic verification as required 
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REFISENCE QUBY LEVOi 



Other foont'dl 

15. Ssccsstssd aaqu.3ition of printed and audicvifi'.Md materials, ocnmsrcial 
database services, etc., for reference use 

16. Recomnend materials/data for inclr^icn in reference s^jur^ files 
(vertical files and in-house indexes) 

17. Supervise ordeL oaintenanoe of the reference room and 2:e-> je^vin^/ 
re-^iling of ret aice materials 

18. Supervise return of original materials to their pioper storage 
containers another storage areas 

19. Hotify odlection maintenance staff of retrieved materials which show 
si^is of deterioration or mey regpjdre i^«cial treatment 

20. Suggest ways in «rtilcfa any in-house/coopc.^tive online files may be 
made more user-friendly 

21. Ocniplet€> 'scessary forms to suggest changes/additions to the subject 
headinc nd classification system (s) used in cataloging/indexing 
mater i* a for the co2 lection (s); forward forms to senior InvA aecticn 
staff 

22. Keep abreast cf new and dunging reference souross, services and tods 

23. Keep abreast of new and developing technologies applicable to 
reference senrjne 

24. Keep abreast of developments in the sit>ject field (s) of interest to 
the organization and in one's particular area of expertise 

25. Participate in cross-education of staff ty preparing and distrihuting 
staff alert forms or <aemo8 describing new information ebout the 
field (s) of interest to the organization, ooamercial/co^i^ative 
databases, specific types of equipnent, visual image storage devices, 
etc. 

26. Suggest ideas for eiAilbits; forward written recomnendaticns to senior 
staff to the section 
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RffERBlCE MID LEVEL 



Solicited Searcfaea 

27. Ferfonn more ooqplex searches 

28. Assist entry leirel staff with any questicns related to search sources, 
formulation and/or strategy 

29. Provide qpecial reference service for in-faouse staff by providing 
abstracts, critical annotations, extensive suoomaries of factual 
information, analytical reports, etc. 

30. Provide SIX service to staff 

31. Prepare information brochures on the search programs and other 
services provided by the reference section to in'^XNise staff and 
researchers 

32. Develop and supervise operation of a tracking systen in order to 
malntidn control of the status of all searcii requests 

33. Arrange for in-4iousc/oontract translation of selected foreicpi language 
docunents, as requested by In-faouse staff 

34. Identify other archives, museuns, ap^ial collections, librttries, 
information centers and other Infomation faciliaties which collect/ 
disseminate information in subject areas which supplcntoit the 
organization's information collections 

35. Ocxitact these facilities to identify the services they would provide 
to the organization; note any costs associated with services 

36. Organize and maintain reference source files (vertical files and in- 
house indexes) 

37. Schedule and 8i:pervise shelf reading of the reference collection 
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ACTIVITIES 



REEQiENCE SBUQR xiEVSi 



Solicited Searches 

38. Assist mid level staff in formulating the search strategies and 
packaging search and information results for particularly difficult 
topics 

39. Spot dtieck the search results obtained on solicited searches for 
In-house staff and researches 

40. Identify experts uat jinior staff should contact to b}j^y additional 
infoxmation to si^rt qpecif ic information requests 

41. Assign search and information requests to sif^rt eidilhlt planning, 
preparation and operation to appropriate entry and mid level staff for 
processing 

42. Supervise and provide guidance to reference staff In all services 
sifiportlng e^diibit-related activities 

43. Review and approve/modify all searches and Informatics packages 
prepared by section staff for ejdiibit-related activities 

Other 

44. Function as a technical oqpert in all matters relating to reference 
search services and to preparation of Information packages 

45. Mitidpate Information needs of in-house staff i asslcp iqpproprlate 
section staff to conduct seardtes an^ot devid.op Information packages 
on pertinent topics of potential interest to the organization 

46. Cooperate witlt aproprlate organisational staff in the developnent of 
special publications describing the history and/or collection (s) of 
the organization 

47. Partidpte as a teem member in eidilblt team meetings 

48. Obtain feedback frcm organizational staff regarding changes that th^ 
iiould reooacnend in the search services and in other service provided 
ty the section 

49. Wbrk with senior staff of the exhibit mana^nent section to identify 
publicly-and privately-oMied Institutions and private collectors mho 
collect in areas lAddh supplement and complement the organization's 
collection (s) 
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BEFERENCE SWIOR LEVEL 



Other fco.it' 

50. Assist curator led staff in reviewing the organization's existing 
collection (s) in one's area of expottirjet identify areas of weakness 

51. Provide the acquisitions section with pertinent information obtained 
from variuis sources which may leao to tiie eventual acquisition of 
sigiificant materials for the collection (s) 

52. Review suggestions by section staff for changes/additions to the 
subject headings and classification system (s) used in cataloging/ 
Indexing materials for the collection (s) ; forward forms to appropriate 
staff in the cataloging section 

53 « Compile listc of reference books and standard works which comprise a 
basic collection in each major subject area of interest to the 
organization; forward the lists to the acquisitions section tor 
placenent of standing orders for new editions of these works 

54. Review and weed the referaice collection on a regular basis 

55. Review and weed the reference source files on a regular basis 

56. Meet with a^ropriate staff of arcfcivesr museums, special collections, 
libraries, information centers m^l otiier information facilities in 
order to make the necessary arrangements to obtain special si^port, 
when required, to meet the organization's information needs 

57. Rq)re8ent the organization as a technical en^rt at meetings of 
networks, sxnsortia and other cooperating groif^ 
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EMIBY LEVQi 



knowledge related to literacy, nunerac^, CGninunications, etc. 

Subject knotfledyg 

knowledge of the prloiaiy 8ii>ject fields of Interest to the organization 

(e.g., history, art, science and technology, medicine, public 

adnlnistraticn, lav, etc.) 
knowledge in greater depth in specific subjects (e.g., history of art, 

history of science and technology, history of medicine, history of 

the civil war, etc.) 
knowledge of foreigi languages 

Tnfnnwii^lm Scienofe Khouled^g (Generic) 

knowledge of definition, structure, and formats of information 
knowledge of alternative i^oacfaes to the organization of iitformation 
knowledge of alternative «qp[«oacbee to retriei^al of Information 
knowledge of alternative approaches to Information management 
knowledge of available and emerging information tednologies and their 
applications 

knowledge of completed and ongoing research in the field and its 

applicability to pcactioe 
knowlrage of career opportunities 
knowledge of how to learn on an ongoing basis 

RhrMliw^ <n^^»«^tion work eiwircnaenta 

knowledge of the expanding infocmation ooonnnity, its participants and 
their Interrelation Alps (social, eoonomic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the functions performed within the various work settings 
and the services and products offered 

knowledge of the users of the services and products, their characteris- 
tics and information habits 

Bitwledoe of what work is done 

knowledge of the reference fimctions, the range of services and 

products offered (both actual vai potential) 
knowledge of the activities that are required to offer the services and 

produce the products 
knowledge of the various resources that are necessary to si^iport the 

activities 
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BOyJTCB 



ftiowlcdac of what work la done i^.ic'd^ 

knowledge o£ reference to6l8 

knowledoe of refer.cnoe Mthode and tedniquee 

knowledge of job reeponsibllitiee 

knowledge of perfbmanoe e^qpected and how it can be measured 
Khowledoe of how to do %>Qrk 

knowledge of how to perf onn the various activities 

knowledge of how to use Xh€ reference tools 

knowledge of how to apply the reference techniques 

knowledge of sigis of dsterioraticn of materials in the collection (s) 

KhmlpAiA ftf thg nrymlwiUm arw^ opftcific work unit 

knowledge of the mission, goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and k^ personnel within the organi- 
zation 

knowledge of the policies and procedures rdcvant to section operations 
knwledge of the various resources available within Uie organization 

(e.g. personnelr equipnent, etc.) 
knowledge of the information needs and requirements to sifiport the 

missicnr goals and objectives of the organization 
knowledge of the v>rganization's collection (s) and of related 

collections 



^EF^BXE MID LEVOi 



greater dqpths of knowledge specified above 

knowledge of the operations of other sections in the organization and 

how they relate to reference 
knowledge of available vendor-supplied sys'^.ens, services and products 

to aippott reference 
knowledge of the contracting process, both in general and within the 

organization 

knowledge of evaluation methods and techniques to evaluate systemsr 
services and products 
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greater depths of knowledge specifiod above 

knoirledge of the r^tive valui/iaiportance of of pcoridlng additional 
aooess to the collection (s) throu^ preparation of special guides 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of the costs associated with redouroes (materials, personnd., 
space, etc*) 

knowledge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

state-of'-the-art knowledge of research and practice in reference 
tedhniques 
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RffERBCE ENIRY LEVEL 



l^uin amp 

literacy, nuneracy, oogfiitive, analytical, oonnunications, etc. 
flt»ia p>ii.frgd to Specific AAlvH^lftB 
Ability to: 
perf ocn ^ofib activity 

use oGDputer and td-eocmnunications equipnent/systans with ease 
perceive \i»t Infomatlon neede of in-house staff and researchers 
establish rapport with colleagues, eq)erts and researchers 
camunicate well by written, verbal and nonr^rbal neans 
conduct an Interview 
listen carefully 

translate a reference seardi request into visual terms 
obtali\/elicit required Infomation from informal sources 
collect, analyze and interpret dita 

quickly extract the main points of dxrunente/inf ormation and present 
than concisdy 

identify si^is of deteri<M:ation in materials in the collection (s) 

make decisions and recoBnendBtions based on available information 

work independently and in grouqpe 

develop criteria for evaluation 

make effective, timely, and wdl-inf ormed decisions 

isolate and define problems and develop the necessary criteria and 

action for their solution 
manage time effectively 

stay organized while working on several projects at the same time 
extract infonnation lAiich is not envlronnent-speciflc to one project 

and use the information to 8iif)ort related projects 
supervise staff 



REETKEMCE HID LEVQ< 

Skllla PAlai^ad to ach Specific Activity 

Skills listed above are developed to a greater extent 
Ability tot 

comnunicate with data processing staff and other si^port/contract staff 

on a tectaiical Iflvel 
ariaitrate and negotiate with contractors 
conduct meetings with indiv^Aials and groups 



35 48 



RSERQICE 



SQUOR LEVEL 



Skills listed above ace developed to a greater extent 
AbUity tot 

identify the infoxmation required to sifport eadi special project 
antic^te Infomaticn needs of in-teuse staff 

estimate the cost of obtaining and processing the necessary information 

to support organizational needs 
effect support from other infoonation services/suppliers 
anticipate long-range needs of the section and of the organization 
identil^ and define gxge in infoznatioi^ collecting coverage 
desi^i flystens and procedures to improve operations of the section and 

of the organization 
apply methods of measurement and evaluation 
budget and make projections 

qptimize the use of organizational and section resources 
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jffirniBS 



REFERENCE 



Digpofiltlonal Attitudes 

Attitudes Toward Ingtituttons 

Respect for profession 

Be^ect for the section 

Bespec± for the parent organization 

Attitudes Tmard Other People 

Ttaward Userfl 

Respect users 

Like pec^le in general 

Like to help people 

Like to meet peqple 

Like to make others feel comfortable 

Sensitive to others' needs 

Toward Others in the Itorkplace 

Respect co-workers 

Like to work with others/as a team 

Like to work on own 

Willingpiess to draw upon and share knowledge and e^rience with 

others 
Supportive of co-workers 
Qijcy managing/supervising others 

Personal Oualttles 

Alertness 

Assertiveness 

OompassioiVKindiess 

Oonfidence 

Cheerfulness 

Dependability 

Determinatiofv/ltenacity 

Diplomacy 

Bnotional stability 
Fairness 

Flexibility/Versatility 
Lnagination 
Inquisitiveness 
Leadership abili^ 
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KtSnODBS 



PEFERQICE 



Neatness 

Need for achievenent 

Objectivity 

Open<-inlndedies8 

Optimianv^sitive attitude 

Organization 

Patience 

Physical endurance 
Resourceful 
Sensitive/Ihoughtful 
Sense of hunor 
Sense of ethics 
Tolerance 

Attitudes Related to Job/Wbrk/Organization 

Individual diould dononstrate: 

Willingiess to take/accept responsibility 
Willlngiess to take initiative 

Willlncpiess to respond to authority, espply and follow policy 
Realization that there is no single "ri^t" wsy to achieve the goals of 

the sectior0)rganization 
Desire to learn/tcy 
Willlncpiess to fail 
Willin^iess to ask questions 
Desire to work to best of ability 
Responsiveness to time constraints 
Accuracy 

Willlngiess to get hands dirty 
Attention to detail 
Willlngiess to dD clerical tasks 
Desire to follow-through 
Service orientation 
Organizational identity 

Willln^iess to pronote parent organization and its services 

View of parent organization as part of a larger information envirorment 

Ability to see broad picture 

Abili^ to sacrifice short-^enn gains for long-term goals 

Political sense 

CXuriosity 

Variety of interests 
Desire to grew personally 
Desire to grow professionally 

Desire to ronain current in iqpecif ic and general subject field 
Positive attitude toward job 
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MKSivisr/hDBErai nonssiDNii gdmpbibcies 

BOSXBZr 
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HCXIVITUS 



EKHIBIT NANAGEMQIT WTRX LEVEL 

Exhibit Planning 

1. Subnit ideas for future eidiibits to senior staff for review 

2. Submit ideas/information on potential sources of exhibits and/or 
eidiibit funding to senior staff for review 

3. Attend and participate in brainstorming meetings to identify an<Vbr 
develop themes for future eidiibits 

4. Draft portions of dxninentation to support presentation of esdiiblt 
proposals to senior adninistrative staff for review 

Exhibit Develonnent and TVrpi«nian«-^»<np 

5. Attend and participate in eidiibit team meetings 

6. Work with mid level staff in preparing detailed e^diibit plans; revise 
plans, as required, following review bv e^diibit director 

7. Assist/work with eidiibit consultants, as assigfied 

8. During the developnent phase, make reoamendeitions to the e^diibit 
director regarding plans and activities, as appropriate; suggest 
creation of additional displays or presentations in various media 

9. Notify the e^diibit director of any pr<^ems encountered in working on 
an eidiibit 

10. Dse information prqpared by the reference section to draft onions 
for displays, narratives for audiovisual assentations or cop/ for 
eidilbit catalogs and guides 

11. Assist mid level staff in drafting promotional materials for 
advertising new eidiibits 

12. Keep a detailed record of all costs incurred in developonent/siqpport of 
ead) odilblt 

13. Supervise recordkeeping for all in-house, borrowed and loaned e^diibits 

14. Assist in installing and renewing exhibits, as ^appropriate 

15. Assist in operating exhibits, as appropriate 
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ACTIVITIES 



BCHIBIT MANASEMEMT WTSS LEVO. 

Enfalblt Deyelopnent and Baplementatlon ftmt'd) 

16. Assist in preparing details and materials for eidiibits loaned to other 
organizations 

17. Notify mid level staff of any sigis of deterioration noticed in 
materials in preparation for eid^bit or on e^diibit 



BffilBIT MANM9(EMr MID LEVEL 



Exhihlfe Planning 

18. Deirelop detailed outlines of Europosed eidiibits for presentation to 
senior adninistrative staff for review 

19. Revise outlines of proposed esdiibits based on review by senior staff 
of the section and of the adninistration 

20. Draft documentation to sedc funding Bvppott for specific proposed 
exhibits 

21. Revise grant applications and other funding-related documentation 
following review by senior staff 

22. Assist seniior staff in planning and ilEplementing all procedures 
required to arrange for borrowing exhibits prepared by other 
or^uiizations, borrowing materials to supplement jUi-faouse collections 
and lending eidtiblts to other organizations 

Exhibit Developnait and n»nJ.mentatiQn 

23. Oonduct meetings of sub-groups of the ejdtlblt team 

24. Develop and revise, as required, detailed eidiibit plans 

25. Develop a detailed schedule for the development of each ejdilblt 

26. Following review and approval/nodification of the schedule by the 
e^diibit director. Track the progress of exhibit deirelopment and 
notify the esdiibit director of any actual or potential delays 
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ACUVITUS 



MID LEVEL 



27. 

26. 
29. 

30. 
31. 

32. 
33. 

34. 

35. 



ait Deyelonngnt and Snplapentatilon (eewxt*S\ 

Arrange for and coordinate the exhibit-related activities of 
contr«ictore and other organizational units which provide support 
services (graphic design, prir.ting, exhibit design, audiovisual 
servioft^, work pcooessing, reference: packing id noving/shippinr 
insurance, advertising, etc.) 

Re;ietf and verify siipplier biilUng/diarginif Infonnation 

Ocaipile iDGnthly costs incurred for develoiinu;t of each esdiibit and 
oonqpare with the budgeted costs; prepare draft nonthly reports for the 
r^pective ediiblt directors 

Supervise • he production of and edit all docunentation and narratives 
developed for inclusion in or for support o£ each exhibit 

Develop online or manual files for control of in^iouse, borrowed and 
loaned erhibits, or i\rrange for cooperative use of existing 
acquisitions anc|A>r oataJLoglng/indexlng files to maintain control of 
these materials 

Ooordinate procedures for setting ^jp and operating e^diibits 

Notify appropriate collection maintenhnce staff ^ihen signs of 
deterioration are noticed in materials in preparation for eidiudt or 
on eidhibit 

Function as assistant to the esdiibit dire tor on large-scale, ccnplex 
exhibits; resolve minor problcKis and refer major problems to the 
ejihibit director 

Fmction as ey! ibit director for aridlev, lese complex eidilbits 



Bstabliflh and maintain oc***^^ with representatives of puUidy-and 
privately~owned collections and with private collectors whose 
coll^'Ctions supplecoent and/or compler.'-nt the organization's 
collection (8) 

Bstahlidi and maintain contact with re^wresentatives of organizations 
iMch provide finding sqpport for eidiibits 



BAit?it Hanging 
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ACUVITIEB 



BCHIBIT MANRGEMEMT SENIOR LEVEL 



Exhibit Planning foont'd^ 

38. Develop an overall exhibit program designed to educate the 
organization's user ccmmunit^; identify the infonnation needs and 
interests of the population to be served 

39. Identify e^ddbit themes which section staff ebould develop into 
eidiibit proposals for review ty senior adninistraiive staff 

40. Present and justify eadiibit proposals to senior adininistrative staff 
for their '^aivev 

41. Contact representatives of ot'her collections in order to obtain 
ccmnitments for loan, support or display of specific eadiibits if 
funding support can be obtainedi also omtact proposed exhibit 
consultants to obtain ccnndtinents for sqpport 

42 » Oonatruct the basic der<relopnent plan for approved esfiibits, including 
staffing, scheduling and budget requirements; modify plans and 
requirements, as required, fdloiflng review by sisnior adninistrative 
staff 

43. Contact various sources to obtain finding for approved esftiibits, as 
required 

44 • Conduct meetings with representatives of the finding organization (s), 
with representatives of the participating collections, and/ox with 
esdiibit consultants in order to finalise arran^nents and resolve any 
questions whioh any of the parties may have 

Exhibit Development and limpLgnentatton 

45. Function as esdilbit director for epecific esdiibits 

46. Manage the in-faouse coordination of all activities related to esdiihit 
development, installation, operation and removal 

47. Manage the coordination of all external si^port required for esdiiblt 
development, installation, operation and removal 

48. Review and approve/modify the detailed eadiibit plans and schedule as 
developed by junior staff 

49. Conduct esdiibit team meetings and maintain effective conimxilcatlon 
with "^he team and its individual members 

50. Organise the exhibit team b^' developing lines of authority, 
re^msibility and accountability 
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MXIVITIEB 



BOIBir NANM3EMEMT SENIOR LEVEL 



EAibit Devdopnent anrl "nnpl wn^fr^tlon fcont'd^ 

51. Review with the esdtibit team the goals, objectives, policies and 
procedures related to a specific e^dilbit 

52. Lead, motivate and si^rvise the ediibit team 

53. Anticipate, minimize and manage conflicts ^Aiidti may arise among 
exhibit team members 

54. Act as a decision-make:- and prdolem-eolver among esdiibit team manbers, 
as required 

55. Assign specific tasks to odiibit consultants 

56. Plan and conduct meetings of e hibit a^isoiy groups 

57. Assimilate information obtained from advisiors and from the esdilbit 
team in order to further direct eidiibit develo|inent efforts 

58. Monitor and measure the progress of eAibit devd.opnait and operations 
by reviewing staff reports on the schedule, costs and resources; 
formally request additional time an4/or money, as required, to 
oaiplete eidiibit developnent or to extend exhibit ^'nerations 

59. Evaluate the performance of odiibit team members in competing their 
respective assicpments 

60. Identify problems/discrepancies in exhibit develppnent and operations; 
take corrective action 

61. Review and approv^/^nodify all portions of the e^dtibit before it is 
reviewed by senior adninistrators and representatives of su|)porting 
organizations 

62. Ooordinate and manage any required nodificat^ons to the eidiibit prior 
to its opening to the public 

63. Following the opening ancVbr renoval of the eAibit, formally ogress 
appreciation to all organizations, private collectors and in-house 
staff vbo stjqpported the odiibif^ 

64. Nnnitor closely the return of all materials to lending organiations 
an4/or to private c611ectois 

65. File Insurance claims and take appropriate action if materials are 
damaged, lost or stolen v^ile on einibit or in transit 
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BffllBIT MMOGEMOn* ENIFY LEVEL 

knok^leclge related to literacyr nunnerac^, oonmunicationsr etc. 
Subji^ct knowledge 

knonrledge of the primary subject fields of interest to the organization 

(e.g.r history, art, science and tedmulogy, medicine, public 

adninistraticn, lav, etc.) 
knonrledge in greater defith in eiscific subjects (e.g., public affairs, 

international affairs, military affairs, education of specific 

groups, etc.) 
knokrledge of foreigi languages 

Information Science Khailedge (Generic) 

knonrledge of definition, structure, and formats of information 
knowledge of alternative approaches to the organization of information 
knowledge of alternative i^:proaches to retrieval of information 
knowledge of alternative approaches to information management 
knowledge of available and emerging information technologies and their 
applications 

knowledge of completed and ongoing research in the field and its e^li- 

cability to practice 
knowledge of career opportunities 
knowledge of how to learn on an ongoing basis 
knowledge about information work environnents 

knowledge of the ei^ding information caatmity, its participants and 
their inter relationahips (social, eoonanic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge the functions performed within the various work settings 
and the services and faroducts offered 

knowledge of the users of the services and products, their characteris- 
tics and information habits 

Khowledqg of what work ia done 

knowledge of the functions related to management of exhibits 
knowledge of the eidiibit management finctions, the range of services 

and products offered (both actual and potential) 
knowledge of the goals and objectives of each eidiibit 
knowledge of the activities that are required to si^port exhibit 

management, to offer the services and isoduoe the products 
knowledge of the various resources that are necessary to 8U|iport the 

activities 
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IT MANMSEMEMT EMUV LEVEL 



Khowledoe of what work te done foont'd^ 

knowledge of eidiibit nanagenent tools 

knowledge of eidilbit nanagenent methods and tedminuee 

knowledge of project nanagenent tools 

knowledge of project managanent nethods and techniques 

knowledge of job responsibilities 

knowledge of perfomanoe e^qpected and how it can be measured 
niowledofe of htw to do work 

knowledge of how to perform the vai. ous activities 

knowledge of how to use eidiiblt management tools 

knowledge of how to apply eidiibit management methods and techniques 

knowledge of how to use project management tools 

knowledge of how to apply project management methods and techniques 

Khowledge of sicpis of deterioration of materials 

Khotfledpg of the oryanizaticn and apeeif ic work mit 

knowledge of the mission, goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key perscmnel within the 

organization 

knowledge of the policies and procedures relevant to esdiibit management 
qperations 

knowledge of the various resources available within the organization 

(e.g. personnel, equipnent, etc.) 
knowledge of the organization's collection (s) and of relAted privately- 

and pubLiclyKMied collections 
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BOIIBIT MANAGEMQir MID LEVOi 



greater depths of knowledge qpeclf led above 
knowledge of the basic prlnc^lSH of graciilc desigi 
knowledge of tab basic principles of multi-media presentation 
knowledge of the operations of other sections in the organization and 

how they relate to «ddUt mensgemant 
knowledge of available contractor-/venilor-«t9plied aystems, services 

and products to support eidiibit managanent and to support qpscific 

projects 

knowledge of the contracting process, both In general and within the 
or^STilzacicn 

knowledge of evaluation methods and techniques to evaluate systems, 
se^ioes and products 
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BOIBIT MANMZMEKT SENIOR LEVQi 



greater depths of knowledge qpecified above 

knoi#ledge of public relations techniques 

knowledge of potential sources of materials for esdiibit 

kno^rledge of potential finding si^port for esftiibits 

knoi^ledge of tectaiiques for teaching/training ranbers of the esdiibit 

preparation team to perfom qpecif ic tasks 
knoi#ledge of epecif ic packing, transport and di^lay requirements to 

protect/conserve valuable materials 
knowledge of statistical description, analysis, interpretation and 

presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etc*) 

knowledge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

state-of-the^rt knowledge of research and practice in techniques for 

esdiibit management 
8tate--of-the-art knowledge of research and practice in project 

manag^m^^t techniques 
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BOnBTT MANAGEMENT 



Qmor LEVEL 



literacy, nuneracyr oogiitive, analytical, oonmunications, etc. 
fikinB Rftlatfld to Specific Activities 
Ability tot 
perform ^acb activity 

use ocn^er/DDicroooqputer, teleooniiunications and other new equipnent/ 
tednologies 

perceive the infomaticn interests and needs of the eidiibit viewer 

estabLiefc rapport with colleagues 

coninunlcate well by written, vei±al and non-verbal means 

listen carefully 

thinh and argue logically 

obtaii^/elicit reqpiired infomaticn from formal and informal sources 
examine materials with keen observation 
collect, analyze and interpret data 

make decisions and reccranendBticns based on available infoniation 

work ind^endently and in groups 

develcp criteria for evaluation 

make effective, timely, and well-informed decisions 

isolate and define problems and develop the necessary criteriti and 

action for their solution 
manage time ef fectiv^y 
work under pressure of strict deadlines 
endure the stress of traveling and irregular work hours 
stay organized while working on several odiibits at the same time 
extract those ai^iects of a project/ eidiiblt lAdidb are not environment- 

specific and transfer them to related projecte/eidiiblts 
supervise staff 



BCHIBIT MANAGEMQir MID LEVO. 



SkillB Iteliitgd to ach Specific Activity 

Skills listed abovA are developed to a greater extent 
Ability to: 

edit doucnents, narratives, etc. 

comnunicate with dita processing staff and other In-house and sifport/ 

contract staff on a tednical levtiL 
arbitrate and negow^te with contractors 
conduct meetings with Individuals and groups 
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SBIIOR LEVEL 



Skills listed above are developed to a greater extent 
Ability tot 

establish) M^iport with representatives of pubLidy-owned collections 

and with private collectors 
effect cooperative agreenent for ediibitB with representatives of 

puhLlcly-Zpcivately-CHned coUections 
identify appropriate and iqipeallng thanes for eidiibits 
develop realistic eidiibit plans and cost estimates 
justify ediiblt plans and costs 

assonble qppcopclate staff and constdtants for eadi ediibit teen 
anticipate long-range needs of the organization and the effect of tiiese 

needs on ejdiibit nanagoDcnt 
plan and schedule activities ef f ectivdy 
lead and notivate the individual ncBters of the eAibit team 
train monbers of the eihlbit teem 

design ^^stcms and procedures to inprove operations of the eAibit 

team, of the section md of tiie organization 
apply methods of maasurcnent and evaluation 
budget and make projections 

optimize the use of organization&l and eAibit team resources 
make recanmendations with confidence 

present salient features of odiibit management reports to representa- 
tives of funding organizations idx> may or may not be technically 
knowledgeable 
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E3{HIBIT HMC^SEMENT 



OLgBpgitional ^titu^g 

Attitudes Toward Inatituttona 

Respec± for profession 

Respect for the section 

Respect for the parent organization 

Attitudes Toward Other People 

Tg^ard Hsers 

Reqpect users 

Like people in general 

Like to help people 

Like to meet pec^le 

Like to make others feel comfortable 

Sensitive to others' needs 

Toward Others in the Workplace 

Respect co-wrkers 

Like to work with others/as a tearo 

Like to work on own 

Willingiess to draw vpon and share knowledge and e^qperience with 

others 
Supportive of co-workers 
Ehjcy managlng/siqpervising others 

Alertness 

Assertiveness 

Conipassioix/KinGhess 

Confidence 

Cheerfulness 

Dependability 

Determinatiorv^l^enacity 

Diplanacy 

Bi»>ticnal stability 
Fairness 

ElexibilityAersatility 
Imagination 
Inquisitiveness 
Leadership abili^ 
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EXHIBIT MANAGEME34T 



Personal Qualities fcont'dl 
Neatness 

Need for achievement 

Objectivity 

Cpen-iPindediess 

(^imianv/t^sitive attitude 

Organization 

Patience 

Physical endurance 
Resourceful 
Sensitiv^/llKHi^tful 
Sense of himor 
Sense of ethics 
Tolerance 

Attitudes Related to JobAfork/Organizatlon 

Individual should demonstrate: 

Willingiess to take/accept responsibility 
Wiliingiess to take Initiative 

Willingiess to respond to authority, affply and follow policy 
Realization that there is no single ''ri^t" way to achieve the <joals of 

the section/organization 
Desire to learn/try 
Willin^iess to fail 
Willingiess to ask questions 
Desire to work to best of ability 
Responsiveness to time constraints 
Accuracy 

Willingiess to get hands dirty 
Attention to detail 
Willincpiess to do clerical tasks 
Desire to follow-throu^ 
Service orientation 
Organizational identity 

Willincpiess to promote parent organization and its services 
View of parent organization as part of a larger information environment 
Ability to see broad picture 

Ability to sacrifice short-^erm gains for long-term goals 
Political sense 
Curiosity 

Variety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain current in iq^ecif ic and general subject field 
Positive attitude toward job 
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MSCLVITUS 



(IX3MaZATIOI01NIM»1EMr SUFFC»er ENIBY LEVQi 



1. Identify saterials to be Included in aecticn, master organization and 
personal files 

2. Reconmend purchase of professional publications/audiovisuals for 
inclusion in the staff libiaty 

3. Perform special studies, as assi^fied 

4« Conduct business by phoner nhenever appropriate 

5. Write memos, letters, rqports, etc, as required 

6, Halntain a recx>rd of ^lorfc perfocme^jl and prepare a monthly report of 
activities 

7« Prepare manuals of procedures 

8, Make reconmendations to the sectim manager for improvement in 
operations of \±e section 

9, Attend and participate in staff meetings 

10, Provide an overvieiif of the operations of the section to visitors, as 
requested 

11« Supervise tednicians and other paraprofessional staff 

12. work to develop "esprit de corps*" among staff supervised 

13, Assist section manager in writing job descriptions for self and for 
staff supervised 

14 « Assist section manager in developing performance standards for self 
and for staff supervised 

15. Assist section msmager In the review and performance evaluation of 
staff siqpervised 

16. Assist In the selection o£ nm technicians and paraprofessionals 

17. Keep abreast of developnents and nm and dareloping tacfanologles in 
the information field and in related fi^ds, as required 

18* Attend professional meetings and pri^are reports for dlsseDftination to 
staff 

19* Develop professional contacts both within and outside the parent 
organisation 
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JICriViTlBS 



OBGmLZfa^oti/miPCEmri sdfeoft mid level 

20. Make preliminary selection of forms ancf/or develop draft re€X)rd 
formats for files and qperatlons, as appropriate 

21. Weed secticn files, as assigned 

22. Identify and evaluate coomercially available systems/services to 
Boppott section/organization activities 

23. Assess performance of existing equipment/systenis/services used in the 
section/organization and investigate capabilities of odier eqaipomt/ 
systeDs/servi . 9s 

24. Reoonmend acquisition of new/additional eguipnent/systcms/services 

25. Train staff in operation and in-iiouse maintenance of equipnent/ 
systems/services 

26. Siqpervise in-bouse operation and maintenance of equipment/systems/ 
services 

27. Gather information for maintenance contracts on equipnent/systems 

28. Draft statements of work for contract proposals for services, systems, 
equipnent an^or maintenance 

29. Evaluate contractors* proposals 

30. Act as contract monitor/technical representative, as assigied 

31. Train and supervise entry level staff 

32. Assist in the selection o£ new professional staff 

33. Write articles for prc^essional joumale/newsletters ytom appropriate 



C)RSA(lIZmOI0(ANMSEI^ SUPPORT SWIOR LEfftL 

34. Review and dispose of materials/information selected for weeding/ 
deletion from section files 

35. Draft section procedures and policies; draft revisions as required 

36. Flowchart and docunent secticn procedures 
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GRSmiZATIOIi/MNUGQIEllT SUEFORT SENIOR I.E\^ 

37. Assist section manager in on-going eystens analysis of the section 

38. Analyze statistics of section operations and prepare draft statistical 
reports 

39. Train and supervise mid level staff 

40. Assist section manager in pr^ring the annual budget for section 
operations 

41. Fmction as section manager ir his/her absence 

42. Represent the section/organization at meetings, etc., as assisted 
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KlWiJTCR 



OBGmzKncxi/mwsESfEin: supfgrt ms£s levo. 



knowledge related tc litereicyr nuneracyr oonnunicationsr etc. 

lofuvledge of the prim&iy subject fields of Interest to the organiza- 
tion (e.g., art, science and technology, history, medicine, public 
fictninistration, lawr, ^tc.) 

knowled(je of foreigi languages 

Inf orma'^on Sciieftoe fhajledge (Generic) 

knowledge of def iitiricn, structure, and formats of Inf onnaticn 
knowledge of alternative approaches to the organization of iifonnation 
knowledge of alternative iqpproacto to retrieval of information 
knowledge of alternative approaches to information management 
knowledge oi available and emerging information technologJ s and their 
applications 

'nowledge of OGDCdeted and ongoing research in the field and its e^li- 

cability to practice 
knowledge of career OEportunities 
knowledge of how to learn on an r^lng basis 

Knotflpdift wbout Information work environnents 

knowledqe of the su^anding informatior ccnmunity, its participants and 
their interrelationships (social, eooncnic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the functions performed wiUiln the various work settings 
and the services and products offered 

knowledge of the users of the services and products, their characteris- 
tics and information habits 

Khwledae of ^diat work is done 

knowledge oic the functions required to si^port section/organizational 

operations and manaqenent 
knowlMge of the activities that are required to offer the services and 

produce the products 
knowledge oi the various resources that are necessary to sifiport the 

activities 

knowledge of toc^s for training, supervising, and evaluating staff 
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DOCiEDGE 



QRGiANizxnoi0ni»SE>en' supfgrt 



EMnV LEVEL 



Biowledqa of %ihat work la dene foont'd^ 

knowledge of tools for sifiporting secbiav^organizational operations and 
iDanagent6nt 

knowledge of method} and tednlgues for sifiportlng section/organization 

operations and nanagenent 
knowl^Ige of job reqponsibilities and working conditicns (r.g., range 

of duties, pcobi^e coDpensation, benefits, etc.) 
knowledge of perfoxmanoe es^ected and how it can be measured 

KhQwled9e ef hew to A> work 

knowledge of how to perform the various activities 
knowledge of how to use the tools for training, supervising, and 
evaluating staff 

knowledge of how to use the tools for supporting section/organizationed 

operations and management 
knowledge of how to e^iply the methods and techniques fac training, 

si^ervising, and evaluating staff 
knowledge of how to apply the methods and techniques for supporting 

section/organizational operations and managonent 
knowledge of perscnnd procedures 

knowledge of standards, measures, and methods for evaluating personnel. 
Khar'ledae of the oryanigation and gpecif ic work unit 

knowledge of the mission, goals and objectives of tiie organization 
knowledge of the structure of the organizatim «and the role of cne'& 

section within the organization 
knowledge of the various projecta and k^ personnel within the organi- 
zation 

knowledge of the policies and procedures relevant to operations of 
one's section 

knowledge of the various resources availabbr within the organization 

(e.g. personnel, equipment, etc.) 
knowledge of in-teuse information needs and requirements 
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DDWJSDGE 



QRGANIZMlOI0fAI«GEMEMr SUPPORT 



MID LEVEL 



greater dqpthe of icnowledge specified above 

knwledge of the operations of other sections in the organization and 

hoiir the^ relate to one's own section 
knowledge of available vendDr-su|9|^ied systems, services and products 

to support sectJ:»^orgaiiizational operations and supervisiorv^ 

management 

imoi^ledge of the contracting process, both in general and within the 
organization 

icnowledge of evaluation methods and techniques to evaluate systems, 

services and products 
icnowledige of quality and production control techniques and procedures 



ORSAiaZAnOI0«NKSMEHr SUPPORT SENIOR LEVEL 



greater depths of icnowledge Gqpecif led above 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etc«) 

knowledge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

knowledge of alternative management stiix^ures and their InplicLcions 

for the operation of the section 
8tate-of<-the-iart knowledr:e of research and practice in techniques for 

training, 8i;pervising, and evaluating staff 
state-of-the^rt knowledge of research and practice In techniques for 

supporting section/organizational operations and management 
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SKXUS 



ENnOf LEVEL 



literacy r nunereuyr oogiitive, anedyticalr ocnnunlGationSr etc. 
flclllB Related to Specific Ai±lvitiles 
Ability tot 
perfonn suii activity 

perceive the Infonnation needs of section staff and nanaganent 

oGnmunioate well by writtenr verbal and non^rbal means 

listen carefully 

think and argue logically 

think quickly in response to questions 

project a positive attitude about the activities of the section/ 
organization 

make decisions and reoomnendations based on availahLw information 

ifork indqcndently and in groqps 

develop criteria for evaluation 

make ^fectiver timelyr and well-infoimed decisions 

isolate and define pr<43lems and develop the necessary criteria and 

action for their solution 
manage time effectively 
conduct an Interview 
train staff 
si^ivlse staff 

establish rapport with colleagues and with staff supervised 
develop "espirt de corps" among staff si^ivised 
conduct^ meetings with individuals and with groups 
resolve conflicts among staff 



ORGANIZAnCWMMlABQfQir SUPPORT MID LEVEL 



SKUls Bdflted to ftch Spectf Ic itetiYtty 

Skills listed above are developed to a greater extent 
Ability tot 

perceive the needs of the organization and not just of the section 
inderstand the operation and maintenance reqiuirements of equipment/ 

q^enfl/seivloes used in the ■ection/orga<J.zatlon 
write and evaluate contract-relAtad documncation 
oonmunicate with dita processing staff and various contractors on a 

tednlcal levd. 
arbitrate and negotiate with contractors 
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OitGANIZXnOI01fiNM3QIQn' SUPFCRT SENIOR LEVEL 



Skills listed above are developed to a greater extent 
tt)ility to: 

anticipate long-range needs of the section and of the organization 
dpsign fiystens and procedures to inqpcove operations of the section and 

of the organization 
apply methods of measurenent and evaluation 
budget and make projections 

optimize the use of organizational and section resources 
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MmiDDes 



QEGANIZmOH/MANKaiQlT SaPEOBT 



DlsDOBltional AfclilfciAa 

Attitudes Toward Inflfcituj^lona 

Respect for profession 

Bespect for the section 

Bespect for the parent orgeuiization 

Attitudes ataward Other Peodle 

TcMiA Oserfi 

Beq^ect users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others' needs 

Toward Others in the Workplace 

Resf-ct cc-w)rkers 

Like to work with others/as a ceam 
Like to work on own 

Willingness to draw upon and share knowledge and ej^rienoe with 

others 
Supportive of co-workers 
Ehjcy managing/supervising others 



Personal Qualities 

Alertness 

Assertiveness 

Goo{>as8ion/t(indies8 

Oonfidence 

dieerfulness 

Depyidability 

DetenninatiorV^tenacity 

DiplcDiacy 

Bnotional stabUity 
FSsiimess 

Flexibility/ViBrsatUity 
finaglnation 
Inquisitiveness 
Leadership ability 
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MnnnsB 



Perflcnal Oualltleg foont'd^ 
Neatness 

N&ad for ad:ievanent 

Objectivity 

Otien-mindechess 

Optiiniaov^sitive attitude 

Organization 

Batienoe 

Itiysical endurance 
Kesouroeful 
Sensitive/Ihou^tful 
Sense of hunor 
Sense of ethics 
Tolerance 



^«-Uu^B Related to JobAtorlc/Qrganl«ition 

Individual should denionstrates 

Willingiess to take/accept responsibility 
Hillingiess to take initiative 

Willingiess to respond to authority, apgly and follow policy 
Realization that there is no single *ric^t* way to achieve the goalB of 

the 8ectioi\/brganization 
Desire to leanVtry 
Willingiess to fail 
Willingpess to ask questions 
Desire to work to best of ability 
Lcj^msiveness to tine constraints 
Accuracy 

Willingiess to get hands diicy 
Attention to detail 
Willingiess to do clerical tasks 
Desire to follOH^^ouoh 
Service orientation 
Orgar izational identity 

Willlngiess to promote parent organization and its services 

View of parent organizat:lon as part of a larger information environment 

Ability to see broad picture 

Ability to sacrifice fc;!x>rt-teim gains for long-tenn goals 

Political sense 

curiosity 

^riety of interests 
Desire to grow personally 
Dssire to grow profeeaionally 

Decire to ronain current in specific and general subject field 
Positive attitude toward job 




